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A An introduction to the Summer Food Service Program
A Roles and responsibilities for program administrators
A First Steps

A Your Budget

A Qualifying sites

A Claim Reporting

A Menu Activity

A Food Safety

A Meal counting

A Increasing Participation ." ’




Our Umbrella
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Sponsor Roles

Sponsors:

A Accept an agreement with Department of
Education, Child Nutrition.

A Oversee personnel / volunteers & make sure the
site(s) operate within compliance.

A Prepare the meals / or find a vender
A File reimbursement claims

Sponsors are typically school districts, local
governments, camps, or other mpxnofit'll £
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Sites

R

Sites

Locations where meals are served and consumed.

Sponsars can operate multiple sites, each site will
KIS AGQa 26V 7\3/'-F2NJYI 0 A
Examples of sites:

Schools
Parks/ Playgrounds
Housing complexes

Libraries

A Any location that meals are provided must be _
pre-approvedc field trips are an exceptio.ll *
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First Steps as a SponstMMEO

Responsibilities of Sponsors and Legal Agents

[SEORSORN Lcgal Agent

SEVIEERSIE e Selelo BSI1aVilol=8 Approves the program
Agreement Agreement

SEERS Il Ie =elele MaVeloli[er=1i01d B8 Approves Summer Food

Application
Adds Site Address
Files Site Information Sheet Approves Site Info Sheet

Documentation
Approves Claim




First Steps NEO

1. To gain access to NEO you will have to emall

Nanci StittKittredgenanci.kittredge@maine.gov
Phone: 207 624 6877

A Separate User Names and Passwords are neede
for those who are submitting the claim
(Sponsors) and those approving the claim (Legal
Agents)

A If you are both the Sponsor and the Legal Agent
you will need two separate Email addre



mailto:nanci.kittredge@maine.gov

NEO

When Emalling Nanci as a New Summer Sponsor
let her know:
A Sponsoring Organization

AYourvendercodeh ¥ €2dz R2y Qi KI
request one.

A Legal/Physical address

A A Summer and Winter Phone number you can be
reached.

A Email address you wish to use .|I
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First Steps as a New Sponsor

—

A Nanci will provide user names and passwords
iInto NEC¢ the claiming system for Maine DOE
programs.

I If you are already in to as a school, Nanci will add
the summer food module to your Nutrition Page

Maine.goy

*

Maine

DOE

Dashboard USDA Reimbursement Summer Food .II
Main




Steps before You Can Serve Meal

2. After access to NEO had been provided, the Legal Agent c:
accept the Program Agreement in NEO

3. When the Agreement is accepted the Sponsor can then fill
out the Application (Filled out by June 10)

4.Create Site information sheets for each location serving
meals

5.Submit a Media Release

cd / 2YLIE SGS OGNIAYyAYy3I Wy
document! II iy
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Steps During Operations
S ———
/. Complete the’re- Approval Fornfor all sites that

have never operated before.

8. Complete the-irst \Week Visit Forand the
Raclal and Ethnic Data Collection FoDuaring the
first week of operation.

9. Complete the! Week Visit Foririn the 4" week
of operation. ol




New Sponsor Dally Tasks
e

10. Collect meal counts daily using the Sheet

11. Document the food you have served, and save cost
documentation.

12. Record temperatures

13. Consolidate your meal counts by month o @&l
Count Consolidation Form

Month.

14. File a claim for reimbursement by tHe of Eaitli '




The Application




NEO

Applications must be submitted by June™#nd
approved by Maine DOE by Juné"15

‘ndd
L
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Your Budget




2019 Reimbursement Rates
e

Rural or Self | All Other Types
Prep Sites of Sites
BREAKFAST 2.2975 2.255
LUNCH or SUPPER 4.0325 3.9675
SNACK 0.9525 0.9325
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Meals and Reimbursement

Number of Meals Served in a Day:

20 Breakfasts
30 Lunches

Breakfast: 20 X $2.2975 = $45.95
Lunch: 35 X $4.0325 = $141.13

You served/operated 10 days out of the month
Breakfast = $459.5

Lunch =$1,411.3

Ask:

A What is your average daily participation?

A What meal are you serving@eakfast/Lunch/Snack
A How many days are you serving in the month?

C

T
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T ——
If you were to increase to 14 serving days

Your breakfast reimbursement would increase
from $459.50 to $643.30

Your Lunch would increase from $1,411.30 to
$1,975.68

Outreach is important! .ll ’




Common Expenses

—

A Staffing
A Food
A Transportation

A Startup costs one time purchases:
coolers, food warmers, equipment

A Marketing

A Other:
paper goods, utensils, waste dlsposalll
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Site Information Sheet

—

Logged on as kaitiin fayle@maine.gov

Maine

From Maine Department of Education

Summer Food Reports Dashboard

Summer Food - Site Information Sheet

RSU 09 - 2019

Sponsor Name RSU 09
Meal Service Site Pleaze Selzct Site ¥
Sie Strest Addresz
City, State, Zip:
Site Phone?
Site Supervisar :

First Marne :

Last Mame:
Beginning Date of Meal Service -
Ending Date of Meal Service
Number of Meals Serving Days :

May June udy : Aupust September : Other

Total Meal Service Days :

Site Type - | Plesse Select SaeType ¥
Ifthis =itz is 3 Camp, Flease list Camp Scheduls, All other sites pleaze st all non operating Holidays below

Maximum Number of Meals:
Maximum Capacity Expected Est. Mumber of Eligille

Child Nutrition
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Site Types

A Open

A Open Restricted
A Closed Enrolled
A Camps

A ForcProfit

A Migrant

o 6.5
23
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Site Type
I
Open Sites

A Open to everyone, or the community at large
A Based on need of the area where over 50% considered low

Income
A Outdoors or indoors
l, Open Sites are qualified by:

- School Data
- Census Data

1|
III Y
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Site Type
S

Open Restricted Sites
Open to the community but has restricted

capacity due to:

A Space Oper? Rlestricted Sites are qualified by
- School Data

A Security - Census Data

A Safety

A Control




Site Eligibility

—

The Magic number is 50!

A Sites must have over 50 percent of the
participants qualify as lowncome.

A We can find out if a site qualifies by looking at:
I Local school data

I Census track information
I Income eligibility applications

Maing




Websites For Area Eligibility

A FRAG-00d Research Action Center

-Displays eligibility by census block and group
A USDAArea Eligibility

-Displays census data

A USDACapacity Builder Tool

I Allows for the visual of area eligibility, existing
sites and potential sites among other map layers

I ‘
. I 5
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http://216.55.168.186/FairData/SummerFood/map.asp?command=zmin&annot=|&vis=2|1|2|2|2|1|1|1|&map=0&width=0&table=&scope=-68272126|45369991|45.510495|41.290431&mapimage.x=313&mapimage.y=320&ml0=2&ml2=2&ml3=2&ml4=2
https://www.fns.usda.gov/areaeligibility
https://www.fns.usda.gov/capacitybuilder

Eligibility Maps of Bangor




Site Type

—

Closed Enrolled Sites
A Only serve a group of children that are identified as-loeome and
ISnot open to the community at large.

- Reimbursement provided for all children in attendance when at least
50% are eligible for free or reduced priced meals

Closed Enrolled Sites are Qualified by:
Income Eligibility Applications

Example:
- Programming at community centers or boys and girls clubs located
AY Yy NBF GKI R2Say Qi dezl‘)ﬂ




Site Type

Camps

A Residential camps must offer continuous prograr
netween meals If the are claiming 3 meals per d:

A Reimbursement isnly for children who qualify for
free or reduced price meals.

Reimbursement is only available for children eligibl
for free or reduced price meals, using the income

eligibility applications.




Site Eligibility and Type

Migrant Sites

A Operate like arealigible open or restricted open
sites

A Are reimbursed for meals served to all attending
children

A May serve 3 meals

Migrant site eligibility based upon migrant status given
by the migrant organization. | '




Site Type

For-Profit

State agencies may approve meal service sites
that arenot identified as norprofit location if
the site:

w hLISNI S aprafty5s18 NJ |y 2
A Operates as open sites or restricted open site
(open to the community)

A Serve meals at no charge .|I
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Site Type

—

Tribal Governments
A Must have a nonprofit status

A The use of school data is not permittéx
non school sites to determine eligibility

A Census data must be used in place of school
data

N e Department of Education




To Create a New Site

T

*

Maine

DOE From Maine Departm

Dashboard Reimbursement Summer Food -~  Reports Dashboard

Agreement Listing

Application Listing
Add Site

Site Listing
To prevent duplicating sites, please confirm site is not list USDA

Reimbursement Search:

Child Nutrition
Maine Department of Education




To Create a New Site
N ———

Maine
DOE From Maine Department of Education

Dashboard Reimbursement Summer Food Reports Dashboard

Summer Food

Site Listing
Add Site  (—————— Site Status : | Active v
To prevent duplicating sites, please confirm site is not listed below prior to adding new Site.
Search:
Site Name Town $ Status  Link

w ¢

Child Nutrition
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To Create a New Site, under Site Listir

—

Maine

DOE

Dashboard Reimbursement Summer Food Reports Dashboard

Summer Food
Add Site

** Use “Select Site” drop down to select a site. If site is not listed in drop down then enter site information below.

Select Site v

" - Required Fields
—~Physical Address

Site Name: *

Address Line 1: 7

Address Line 2:

Town: * Select v

Zip: * Select v

State: ME

Save || Cancel

Child Nutrition
Maine Department of Education




To Create a New Site
L ———————

A After an address has been created for a site
with the Site Listing Tab, a Site Info Sheet can
then be created.

Child Nutrition
Maine Department of Education




Claim Reporting




Reporting on your Claim
R

Actual Operations Cash Disbursements :

Food $/0.00
Non Food Supplies > 0.00
Kitchen/ Site Labor 5 0.00
Meal Delivery 2 (0.00
Utilities 5/0.00
Rental (Kitchen, Truck, Equipment) 5 0.00
Other $/0.00

34
GRS
D |f‘
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ine Department of Education
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Claim Reporting

Actual Administrative Cash Disbursements :
Administrative Salaries 5 /0.00

Office Supplies/Copying $ 0.00

Telephone / Postage $0.00

Transportation $0.00
Audit Fees $0.00
Other $0.00

e,
4° G
3 fic
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Claim Reporting

Misc :
Summer Subsidy Rcvd $0.00
Other Income® $ 0.00

Starting Food Inventory $0.00

Starting Non Food Inventory $/0.00

Ending Food Inventory $ 0.00

Ending Non Food Inventory 3 0.00

* Income (Grants, Adult Meals, Donations etc)

Child Nutrition
Maine Department of Education




Claim Reporting Continued

Child Nutrition
Maine Department of Education




Claim Reporting /Administrative Costs

Administrative Labor:
-Site supervisors

-Clerical support
Labor includes those who are involved In

preparation, delivery, service of meals & clean
up record keeping, and direct supervision of

children.
Y

e Department of Education




Claim Reporting / Transportation

T
Transportation can only be claimed for:

A Meals being delivered to children.
A Transporting children to the meal service sites.

T

Child Nutrition
Maine Department of Education




Claim Reporting /Nofrood Supplies

T
OEI YLIX S & 22T &yWAY I A Saé
- Plastic Utensils [ |
- Cleaning Supplies
- Paper Goods / / /
- Waste Disposal




Claim Reporting /Other Direct
Operational Costs

A Other potential costs could include the rental
of food service preparation and dining
facilities

A Equipment for:

I Storage

I Preparation

| Service

I Transportation .II




Claim Reporting /Program Income

T

Any other income from the program, besides
reimbursement:

A Includes money for adults meals ( if you
charge adults)

A Donations, monetary or food (estimate food
donation amount)

A Grants/MiniGrants

N e Department of Education




NEO Introduction

—

;\I;linc.gm

.\',

Maine

DOE

Dashboard USDA Reimbursement Summer Food Reports Dashboard

Welcome!
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NEO

—

Site Information Sheets:

to add a site that was previously in operation
D2 (2 b9hIX OGKS® a{ dzYYSN.
Listing==) \{iew,Summaly In your A,\nnual
1 LILXE A Ol (m2y t I O1S80

- Select from a list of already approved site

L]
locations.
Child Nutrition
Maine Department of Education




NEO

To add a brand new site
For all non school sites, contact Adriane, Kate, C
Nanci to see if it qualifies first!

Then create a new site by going to:
Summer Foo®&® Site Listimg  Add New site

Once a new site Is added, go back to the
Application page and fill out a site info iiier

Ma partment of Education




NEO

Site Info Sheetslet us know what your site
operations will look like.
Make sure:

A The number of operating days is correct.

A The dates and times are correct for when
service, you must only serve in the time slot
reported on the Site Info Sheet, Otherwise the
meals will not be reimbursable. .II

N e Department of Education




NEO

—

Claims
A File the claim by the!8of each month

Example: file your June claim on by Juily 8
To file a claim go to:

= =
Summer Food Reimbursement Claim

I L t -
Child Nutrition
Maine Department of Education




NEO

Claims:

You may combine 2 months of operating into
one claim as long as the additional month is
under 10 operating days.

- You may not combine 3 months into one claim
no matter how many days

Child Nutrition
Maine Department of Education




NEO

Claims

A PLEASE be careful to select the correct month
when filing.
Example you will be filing in July for the June
claimc¢ select the June

Aal 1S adzNB (2 q&a&dzo Y-khere =
the legal agent can approve the claim.

[ STLE 3ASYyd Ydzad &l LILINE

paid. .Il
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